
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR'I 

RECORDS MANAGEMENT DIVISION - ___-I____ 

FOR RECORDS RETENTION SCHEDULE 
_I 

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention:. Scheduling Section. 

Application Number 

Telephone Number 

. -656-6942- -~ ~- 

FOR AGENCY USE 

hpplaution . .  Date Georgia Building Authority 
Accounting Department 
1 MLK Jr., Drive 
Atlanta, Georgia 30334 

-- 
wplicstion Number 

-- 
L Person to Contact 

I. Action Requested 

Working T i l e  

Accounting Supervisor -~~ ~ ~ - .  ~~ .- Robert Vance 

1. 
b. 
c. 0 Amend Application No. - Checkone: 0 Change; 0 Supercede; 0 Void 

a Establish Retention Schedule; record will continue to accumulate. 
IJ Dispose of present eccumulation; no further accumulation anticipated. ' 

I. Daps of Series 
Earliest Latest 

5. Records !Series rile (followed by title used in office; if different) 

1977 I To Date1 Statement -- of Trust Accounts (Bank -- Trustee Reports) - 
1. Division and Office Function What i s  the function of the Division and the Office in which th i s  record series is created? 

To administer, operate and maintain all state owned buildings in 
the capitol area, including the supervision of cleaning services, 
regulation of entry into buildings, the provision of physical 
security for the buildings, the administration of state owned . 
parking areas and state provided eating facilities. 

. '  
- 
r. Remrd Sries  Dsrcription This file contains the following documents (include form numbenand tit/-, if any): 

Attach samples of the file. 

Documents to: Bank reporting on each Trust Account 

Indudedare: Monthly statement from bank for each, Trust Account showing 
deposits, withdrawals, interest earned, cost and face value 
of U . S .  Treasury Bills 

File is arranged:. - 
Numerically by Trust Account # - 

- 
L Monthly ReferengRats 

One to six months old 

How often are records referred to which are: 
3 ; Thirteen to twenty-four months old L-: daily ; Seven to twelve months old 

__-- twent$-five months - ~ - - ~  and older 0 - 7  - 
I 

#. Annual Rate of Aowmulation of Remrdi 

Letter-size drawers -------: Legal-size drawers __ . - :Shelves __--, ' .other (spscify) 1 linear_fnaLt- 
.__-_ T_._ - ___- .-____-~ .._.-_-_ ZGii?XZji------- 7 (OW I 



7- 
~ I -~ 

-mce _ _  an "x" in the proper column) 

of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
~- ____ - .- _ _  .. 

X c. Is this a v i ta l  record? 

x - -~ d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

d o ~ r n ~ ~ b ~ ~ ~ d ~ ~ ~ ~ r a t e l v ?  ! .~ -. __ X 
X f. Is the information ~ n ~ d i n t h ~ r i ~ ~ ~ ~ ~ ~ ~ h ~ ~ ~ ~ -  _____ 

_- ___ 

g. Is the information contained in this sries ever analyzed andior recorded in a summarized report7 

h. Is there a duplication of this series in your office, or in another office or agency? 
_ x  If ves. a t t i _ c _ h z n e v . - ~  

lbes-wkre? 
X i. 1 s ~  ittghlhLhmdL(2LP ' nriionatW r s w l a r l ~ ~ o ~ d ~  

I 

x - L R Q e s ~ e . ~ ~ ~  !At.- - 

Attach copy or excert of laws or regulations. Explain administrative need. 

To s a t i s f y  p o s s i b l e  a u d i t  ques t ion  

- 
12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the  end of each: 

0 Calendar Year; d: Fiscal Year; 0 Other 

month(s) 2- yearb); then 

then, 

60 Hold in the current files area 
0 Transfer to local holding area; hold 
60 Transfer to State Records Center; hold L - y e a r ( s ) ;  then 
60 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeark); then 

These instructions apply to a l l  prior and future accumulations of the series. 

80 - yo0 
iemmrnendations in para- 
raph 12 are approved. 
If dispproved, attach letter 
bf explanation.) 

-- _- 
9-50-71. Rev. 7 6  

- 


